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This instruction implements AFPD 36-7, Employee and Labor Relations, and establishes supervisory
responsibilities and procedures used in dealing with threats of violence by civilian employees.  It applies
to all appropriated and nonappropriated fund civilian employees and their supervisors.

Summary of Revisions

Updated OPR’s office symbol.

1. What is a Threat of Violence? A threat of violence is a specific threat to physically harm another per-
son or to damage property.  It is usually expressed verbally, but certain gestures can constitute a threat,
especially if a weapon is displayed.

2. Disciplinary Action. The Air Force Academy has a long-standing policy not to tolerate threats of vio-
lence.  Appropriate disciplinary action will be taken against any employee who is found to have made
such a threat of violence,or to have committed an act of violence.  Also, any supervisor who fails to take
timely and appropriate action in response to a threat will be subject to disciplinary action.

3. Responsibilities and Procedures:

3.1. If possible, the first-level supervisor must immediately inform a higher-management official
within the organization of the situation, the Employee Assistance Program Manager, and the
Employee Management Relations Section  (10 MSS/DPCE).

3.2. If the supervisor believes the threat is one of imminent and potentially significant violence, then
the following steps should be taken: 

3.2.1. Call 10th Security Forces (SFS) (extension 3-2000) for assistance in preventing violence
and to escort the employee off base.
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3.2.2. Place the employee on Excused Absence (a temporary, nonduty pay status without charge
to leave).  This is a precautionary measure intended to help defuse a potentially dangerous situa-
tion.  It is not a disciplinary action, nor does it constitute barment.  10 MSS/DPCE should coordi-
nate placement on Administrative Leave.

3.2.3. Contact 10 MSS/DPCE or, if a nonappropriated fund (NAF) employee is involved, the
Human Resources Office (10 SVS/SVH).  If the incident takes place outside the normal tour of
duty for the Academy, contact 10 MSS/DPCE or 10 SVS/SVH, as appropriate, during the next
duty day.

3.2.3.1. A threat serious enough to require placing the employee in a nonduty pay status pre-
sumably is serious enough to consider severe disciplinary action.  10 MSS/DPCE will provide
guidance regarding adverse-action procedures, if such action is warranted.  If required, the
supervisor may initiate barment from the Academy through 10 SFS.

3.2.3.2. If the supervisor determines the threat is not serious enough to require placing the
employee in a nonduty pay status, there may be a need to temporarily detail the employee to
another worksite, away from the person threatened.  Such detail action would normally not
exceed 5 workdays.  The incident should be reported both to 10 SFS and 10 MSS/DPCE, as
appropriate.

3.2.3.3. When a threat of violence is reported, the supervisor must consider the following fac-
tors (reference to the Metz Factors) in deciding whether the employee actually made a threat:
(1) listener’s reactions, (2) listener’s apprehension of harm, (3) speaker’s intent, (4) any condi-
tional nature of the statements, and (5) attendant circumstances.

3.2.3.4. In addition to the preceding instructions, all violence in the workplace must be
reported to the Employee Assistance Program.  Violence in the workplace may be reported via
the intraweb at INTRAWEB.usafa.af.mil/dpc.

Deborah J. Huber
 Chief, Civilian Personnel
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